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	Job Title:
	Finance Assistant
Fixed term for 12 months

	
	

	Pay  Group:
	Grade B – (FTE £14,492 – £16,261)


	
	Actual pay - £8,385 - £9,409

	
	

	Hours:
	25 hours per week – 39 weeks per year

	
	

	Accountable to:
	Senior Finance Officer/Business Manager

	
	

	Job Purpose:
	To ensure all duties and responsibilities are discharged in an effective, efficient and accountable manner in line with the School Finance Policy and Academy Financial Handbook




Key Tasks
To work under the guidance of the School Business Manager and under the direction of the Senior Finance Officer to:

1 Assist the Senior Finance Officer in the management, monitoring and audit of the Catering Account,  Voluntary Fund and Sports Centre Account
2 Undertake a range of finance activities, including  - 

· Maintaining records and processes for Parent Pay in particular for school trips
· Processing payments for the Catering Department ensuring that VAT is allocated correctly
· Raising invoices for Sports Centre Bookings and maintaining records for Sports Centre
· Monitoring  budgets allocated to staff across the Catering and Voluntary Funds
· Maintaining records of expenditure on PS Financials, including scanning invoices
· Receipting income and ensuring adequate records are kept for audit purposes
· Processing journal recharges
3 To liaise with the Catering Manager etc, to ensure that goods ordered have been delivered, are in good condition and that all invoices raised are correct.
4 To pay Catering invoices within the value for money time limits ensuring all audit requirements are fulfilled.
5 Provide guidance to other Academy staff and parents to support Parent Pay and ensure that    payments for voluntary fund contributions comply with Financial Regulations.
6 Monitor and report on outstanding debtors and creditors over 30 days and take appropriate action as directed by the Senior Finance Officer.
7 To assist with filing, word processing and producing other documents as required. Assist with administrative duties within the finance department.
It is the Academy’s policy that all new employees serve a 6 month probationary period.

The duties above are neither exclusive nor exhaustive and the post holder may be required by the Headteacher to carry out appropriate duties within the context of the job, skills and grade.
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